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General Information 

Task Process Information 

How to Review a Voucher and View the Attachment 

Use the Invoice Information tab to see important voucher details including 

the chartfield distribution string (Batch Agency, Appropriation Year, PCA, 

Fund, Appropriation Number, Program, and Account).  You can also view 

any attachments, such as the Invoice. 

 

GEARS Navigation 

Main Menu > Accounts Payable > 
Vouchers > Add/Update > Regular 
Entry 

 

 

 

 

  

 

1.0  Process 

This document is intended to provide a quick reference to completing standard transactions within GEARS. 

STEP ACTION DETAILS 

1. Click the Find an Existing 
Value tab. 
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2. Enter your Voucher ID with 

the “contains” parameter. 

 

3. 
Click the 

button. 
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4. Find your Voucher ID in the 

Search Results, and click on 

it. 

 

5. On the Voucher Page, click 

the Invoice Information Tab. 

 

6. The Chartfields used on the 

Voucher are displayed at the 

bottom of the page, on the 

Distribution Line. 

 

0 
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7. Click the Attachments Link. 

 

8. Click the link for the file 

name to open. 
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9. The attachment (invoice) 

opens in a new window. 

 

 

 

   End of Document 

This document is intended to provide a quick reference to completing standard transactions within GEARS.  Please refer to the 

appropriate User Procedures and/or online references for any corresponding policies regarding this process. 


